Guidelines on the Execution of Online Training Courses
and Filling out the Occupational Safety and Health Education Training Record Form

Online courses:
« Occupational Safety and Health Digital Learning Platform(3%English

Course)

- Q&A

Guidelines on filling out the Occupational Safety and Health Education
Training Record Form



https://isafeel.osha.gov.tw/mooc/index.php

Occupational Safety and Health Digital Learning Platform
Website URL: https://isafeel.osha.gov.tw/mooc/index.php

1. Select "English".
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2. Click on "Login".

ite Map Downloads Contactus | Language +

@ Online Occupational Safety and Health Please enter keywords a

Digital Learning Platform

Occupational Safety and Health Administration . Ministry of Labor —HERLEE. BE BEXERE



https://isafeel.osha.gov.tw/mooc/index.php

3. Click on "Sign up"..
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Please enter captcha!

[ Stay Singed In.

Do not check this option on a public

computer or device to avoid theft of

personal information.

Forgot

password?

4. Type in your Username, Password, Re-type Password, Name, Personal ID, captcha, then click "Sign up".

Sign up

Username

Password

Re-type Password

MName
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Please enter captcha!
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5. Click on "Login".

Congratulations, you have successfully registered

6. Type in your Username, Password, captcha, then click " Login".
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Note: Course 1 grants you 1 training hour. You have to also take Course 2 (as shown in the picture below) to

be awarded 2 training hours in total.
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9. Click "Course Registration".
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education and training. If you want to get
the hours of training, please 'register after

logging in”,
Course Intro Course Plan
Instructor :
Course length : 50 minute BEmaEtE
Certification hours : 1 hour
Keywords :

3% To pass the course and acquire approval, please registrate the membership and log in to start learning

and accumulate hours.

To decrease the chance of occupational hazards, protect workers” right and health, it is important to



10. Click "Go to class".
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11. Click "Enter Course".
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12. The course progress has to be at 100% for the course to be considered completed.
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13. Go to "Tests", and then click "Take Test".

General occupational safety ¢ v i My course:

iR T 2

Communication Center . . e
General occupational safety and health Training Course(2) @ Teacherof dlass: B

undefined
Tests

Enter Course

Assessment Center I Formal Test : Final test @

o ——— Take Test(1 times) Check Results @

FromNow ToAny Time Will not be published

Information Center

Grade Info

undefined



14. Click "Start".

Prepare to take test

Test Name: Final test
Total 100points
Weight 100%

Total number of

wEsToms 10items per page

Test Period FromNow ToAny Time
Total Test Time 10points
Grading Take highest score

Total number of 1
attempts allowed

Display pagel0 items per page
Flip Control  Not limited
Window Control Not limited

Options if time

exceeded No action

Answers  Will not be published

Date on which aﬁswers 0000-00-00 00:00:00
are available
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15. Click "Submit answers, and advance to next page".
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[10.00]

Single choice
Weighting:
[10.00]

Single choice
Weighting:
[10.00]

Single choice
Weighting:
[10.00]

Single choice
Weighting:
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Single choice
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OLabor Union Act

OCorporate law

OOccupational Safety and Health Act
OLabor Standards Aet
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6. What should workers pay attention to when wearing helmets?

OWearing it correctly

OUse the band strap

OHelmets should meet the standards
OAIl of the above

(=P - =}

7. Which is the legislative intent of Occupational Safety and Health Act?

a. OTo help labors to be insured
b. OTo make money | To maintain good industrial relations
¢. OTo ensure the safety and health of workers

8. What are the common occupational hazards?

OFalling off
OElectric shoek
OPinched and rolled
OAIl of the above

Ao O

9. Which of the following statements about confined space is WRONG?

OThe place is not for workers to work inside regularly
OAccess 1s restricted

ONatural ventilation cannot provide enough fresh air
OOpen area

an T

10. Which of the following is automatic inspection
a. OKey points inspection

b. ORegular inspection
c. OWorking checklist

d. OAll of t
Submit answers, and advance to next page.

% 3 3% Click "X to close window only. 3% 3 %

16. Click "Questionnaires/Polls", then click "Answer Questionnaire".

General occupational safety & v
Communication Center

undefined

Enter Course

Tests

Questionnaires/Polls >

Grade Info

undefined

General occupational safety and health Training Course(1)

Questionnaire

Satisfaction questionnaire

Answer Questionnaire
FromNow ToAny Time

Check Results

Will not be published

Allcourses | My courses

@ Teacher of closs: 13



17. Click “Start” to fill in the questionnaire.

Prepare to take a questionna

Questionnaire Name: Satisfaction questionnaire
Total number of questions  10items per page
Questionnaire Period  From:Mow To:Any Time
anonymous or not  named
Can be modified. Yes

Date onwhich answers are i
. Will not be published
available

Instructions/Instructor’s Messages

18. Answer all the questions.

General occupational safety and health Training Course(1)

Questionnaires / Polls

Questionnaire . . .
Satisfaction questionnaire

Name:

Points: 1.

[0.00]
Are you satisfied with the content of the course materials?

. OVery satisfied

. Osatisfaction

. OAcceptable
ONot so satisfied
. OVery dissatisfied

oo T

Points: 2.

[0.00]
Are you satisfied with the practicality of the course?

. OVery satisfied

. Osatisfaction

. OAcceptable
ONot so satisfied
. OVery dissatisfied

oo T

Points: 3.

[0.00]
Are you satisfied with the allocation of the difficulty of the course?

. OVery satisfied

. Osatisfaction

. OAcceptable
ONot so satisfied
. OVery dissatisfied

® oo T

Points: 4.

[0.00]
Are you satisfied with the arrangement of the course hours?

@ Teacher of class BEZSEEE




19. After completing the questionnaire, click "Submit".

General occupational safety and health Training Course(1) © Teacher of dess: Bz 2R T

[0.00]
Is the course information publicity complete and are you satisfied?
a. OVery satisfied
b. Osatisfaction
c. OAcceptable
d. ONot so satisfied
e. OVery dissatisfied
Points: 9.
[0.00]
Do you agree with the operation of the platform, easy to use and easy to read?
a. OVery satisfied
b. Osatisfaction
c. OAcceptable
d. ONot so satisfied
e. OVery dissatisfied
Points: 10.
[0.00]

For other response questions, you are welcome to put forward what we need to improve.

Your valuable comments will be the source of our progress and improvement
Thank you for your reply.

20. Click "undefined" and retrieve the course information for courses with a "YES" under "Pass

status". After completing Course 1, you would still need to take Course 2 in order to be awarded 2 training
hours for certification purposes.
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Communication Center
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Tests
Enter Course

Assessment Center
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€ Study history

o | you have visited this site 7 times.

» Last login: 2022-01-17 13:58:12
» From: A

» Total login time: 07:19:53

| start date ‘ ‘ End date | search All records Print learning records Download learning records

Course Cumulative Course Certification
Course Title Enroliment time  length reading time results hours Passing time
@ General 2022-01-13 60 00:58:32 100 2022-01-17 YES
occupatidghal safety 08:46:09 15:08:31
and healtQ} Training
Course(l
General ofcupational  2022-01-13 60 00:54:19 80 2022-01-13 XES
safety anq health 08:46:43 10:00:49
Training (purse(2)



IV. Q&A
1. There are two ways to complete online courses (through the Occupational Safety and Health Digital

Learning Platform / through the NTNU online training system). Do | just choose one of the two methods to

complete my courses?

Answer: Yes, you only need to choose one of the available methods to complete the online course. There

is no need to complete the course on both platforms.

2.When preparing to submit the NTNU Occupational Safety and Health Education Training Record Form, |
am worried that the available space on the page is too small and hence the screenshot might not be clear
enough. May | include the screenshot on the next page or as an attachment?

Answer: Yes, you may attach the screenshot on a separate page and submit it together with the NTNU

Occupational Safety and Health Education Training Record Form (please refer to Example 2).

3. When preparing to submit the NTNU Occupational Safety and Health Education Training Record Form, |

noticed that the low resolution of the printing has resulted in unclear numbers on the screenshot.

Answer: You may trace the unclear numbers by hand and sign next to the numbers as an endorsement.



National Taiwan Normal University

Occupational Safety and Health Education Training Record Form (Guidelines)
Step 1. Fill in your basic particulars

~-Basic-Rarticare-(=-Now-facuy-member—-Exicting-ctaf-chahge-ofroles)
J 7 J 7

Unit of Employment Full Name Coverage Job Title

o Civil Servants' Insurance

o Labor Insurance

II. 3-hour General Safety and Health Education Training

TR YOI Cy W TP

Step 2. Paste the screenshot of the completion of the online course
here

Physical
workshops (1h)

Implementation:
To be determined and executed by the employer.

_ Step 3. Check the training items that have been completed
Training record:

Date: YYYY-MM-DD h to h (Reminder: At least 1 hour)
[] Fire extinguisher closest to the work station (office, research office, laboratory, etc.).
[] Indoor fire hydrant closest to the work station (office, research office, laboratory, etc.).
[] Emergency exit closest to the work station (office, research office, laboratory, etc.).
[ ] AED closest to the work station (office, research office, laboratory, etc.).
[] lunderstand that in accordance with Article 37 ltem 2 of the Occupational Safety and Health Act enacted by
the Ministry of Labor, if any of the following occupational accidents occur at the workplace, the employer shall report
the incident to the relevant labor inspection agency within 8 hours.

1. An incident resulting in death.

2. An incident affecting more than three people.

3. An incident affecting more than one person in which the victim requires hospitalization.
X NTNU 24-hour Campus Security Monitoring Room: Extension 1119.
[ ]I have read the NTNU Occupational Safety and Health Rules and Regulations and agreed to abide by them
(Website: NTNU Homepage / Administration / Environmental Safety and Health Center / Policies and Regulations /
Management of Occupational Safety and Health / NTNU Occupational Safety and Health Rules and Regulations)
11 have read Plan for Prevention of Unlawful Infringement in the Performance of Duties at National Taiwan Normal
University, and understand Complaint number:02-77491300(Website URL:http://health.sa.ntnu.edu.tw/files/15-1005-
3178,¢90-1.php?Lang=zh-tw)
[] Relevant hazards and matters. (Website: NTNU Homepage / Administration / Environmental Safety and Health
Center / Policies and Regulations / Management of Occupational Safety and Health / Relevant hazards and
matters)
[ ] Others:

X After the "Occu

paflona Sa eEy and Heann education raining Record rorm 15 ank ormi 1S S|gnea By Prmapa nvesflgafc

r

(employer) and Head of Department, please keep the original copy properly (submit a copy with the application form when Renewal
of employment within 3 years),and send the copy to the Campus Security Monitoring Room. (1st Floor, Union Building Il, extension

3146)

3 Employees are obliged to attend safety and health education and training programs provided by their employers. Violators may be fined
up to NT$3,000 by the competent authority.

Signature of new faculty member / existing staff with new role:
Signature of Principal Investigator (employer) (leave blank if not applicable):

Signature of Head of Department:

Step 4. Signatures of the
trainee, Principal
Investigator, and Head of
Department



National Taiwan Normal University
Occupational Safety and Health Education Training Record Form (Sample 1)

. Basic Particulars (8@ New faculty member o Existing staff, change of roles)
Unit of Employment Full Name Coverage Job Title

o Civil Servants' Insurance

Administrative

Departmentof __ Wang Ta-Ming Labor Insurance Executive
II. 3-hour General Safety and Health Education Training
TRy R = Study history ‘
R o have visited this site 7 times. Last login: 2022-01-17 13:58:12
Nrom: S Total login time: 07:19:53

‘ start date ‘ | Crd date | All records Print lcarning records Download lcarning records

Cumulative Course Certification

Course Title Enrollment time reading time results hours Passing time

= General 2022 01 13 60 58:32 100 1 2022 0117 YES
occupational safety 08:46:09 15:08:31
and health Training
Course(1)

General occupational ~ 2022-01-13 60 54:19 20 1 2022-01-13 YES
safety and health 08:46:43 10:00:49
Training Course(2)

Physical Implementation:
workshops (1h) To be determined and executed by the employer.

Training record:
Date: YYYYMMDD 2021-05-26 1400 to 1510

Fire extinguisher closest to the work station (office, research office, laboratory, etc.).
Indoor fire hydrant closest to the work station (office, research office, laboratory, etc.).
Emergency exit closest to the work station (office, research office, laboratory, etc.).
AED closest to the work station (office, research office, laboratory, etc.).
| understand that in accordance with Article 37 Item 2 of the Occupational Safety and Health Act enacted by
the Ministry of Labor, if any of the following occupational accidents occur at the workplace, the employer shall report
the incident to the relevant labor inspection agency within 8 hours.
1. An incident resulting in death.

2. An incident affecting more than three people.
3. An incident affecting more than one person in which the victim requires hospitalization.

3 NTNU 24-hour Campus Security Monitoring Room: Extension 1119.
| have read the NTNU Occupational Safety and Health Rules and Regulations and agreed to abide by them

(Website: NTNU Homepage / Administration / Environmental Safety and Health Center / Policies and Regulations /
Management of Occupational Safety and Health / NTNU Occupational Safety and Health Rules and Regulations)

| have read Plan for Prevention of Unlawful Infringement in the Performance of Duties at National Taiwan
Normal University, and understand Complaint number:02-77491300(Website
URL:http://health.sa.ntnu.edu.tw/files/15-1005-3178,c90-1.php?Lang=zh-tw)

Relevant hazards and matters. (Website: NTNU Homepage / Administration / Environmental Safety and Health
Center / Policies and Regulations / Management of Occupational Safety and Health / Relevant hazards and
matters)

o Others:

X After the "Occupational Safety and Health Education Training Record Form (blank form) " is signed by Principal Investigator
(employer) and Head of Department, please keep the original copy properly (submit a copy with the application form when Renewal
of employment within 3 years),and send the copy to the Campus Security Monitoring Room. (1st Floor, Union Building ll, extension
3146)

> Employees are obliged to attend safety and health education and training programs provided by their employers. Violators may be fined

up to NT$3,000 by the competent authority.
Signature of new faculty member / existing staff with new role: Wang Ta-Ming
Signature of Principal Investigator (employer) (leave blank if not applicable):

Signature of Head of Department: Chen XX



National Taiwan Normal University

Occupational Safety and Health Education Training Record Form (Sample 2)

|. Basic Particulars (@ New faculty member o Existing staff, change of roles)

Unit of Employment Full Name Coverage Job Title

Department of Wang Ta-Ming

o Civil Servants' Insurance

Research Assistant
Labor Insurance

II. 3-hour General Safety and Health Education Training

bbb st datlag i
As attached.
(Reminder: Please print out the attachment and submit it together with the
form)

Physical Implementation:

workshops (1h)

To be determined and executed by the employer.

Training record:
Date: YYYYMMDD 2021-05-26 1400 to 1510

Fire extinguisher closest to the work station (office, research office, laboratory, etc.).
Indoor fire hydrant closest to the work station (office, research office, laboratory, etc.).
Emergency exit closest to the work station (office, research office, laboratory, etc.).
AED closest to the work station (office, research office, laboratory, etc.).

| understand that in accordance with Article 37 Item 2 of the Occupational Safety and Health Act enacted by
the Ministry of Labor, if any of the following occupational accidents occur at the workplace, the employer shall report
the incident to the relevant labor inspection agency within 8 hours.

1. An incident resulting in death.

2. An incident affecting more than three people.

3. An incident affecting more than one person in which the victim requires hospitalization.

3 NTNU 24-hour Campus Security Monitoring Room: Extension 1119.

| have read the NTNU Occupational Safety and Health Rules and Regulations and agreed to abide by them
(Website: NTNU Homepage / Administration / Environmental Safety and Health Center / Policies and Regulations /
Management of Occupational Safety and Health / NTNU Occupational Safety and Health Rules and Regulations)

| have read Plan for Prevention of Unlawful Infringement in the Performance of Duties at National Taiwan
Normal University, and understand Complaint number:02-77491300(Website
URL:http://health.sa.ntnu.edu.tw/files/15-1005-3178,c90-1.php?Lang=zh-tw)

Relevant hazards and matters. (Website: NTNU Homepage / Administration / Environmental Safety and Health
Center / Policies and Regulations / Management of Occupational Safety and Health / Relevant hazards and
matters)

o Others:

X After the "Occupational Safety and Health Education Training Record Form (blank form) " is signed by Principal Investigator
(employer) and Head of Department, please keep the original copy properly (submit a copy with the application form when Renewal
of employment within 3 years),and send the copy to the Campus Security Monitoring Room. (1st Floor, Union Building ll, extension

3146)

> Employees are obliged to attend safety and health education and training programs provided by their employers. Violators may be fined

up to NT$3,000 by the competent authority.

Signature of new faculty member / existing staff with new role: Wang Ta-Ming

Signature of Principal Investigator (employer) (leave blank if not applicable): Lo XX

Signature of Head of Department: Chen XX




National Taiwan Normal University
Occupational Safety and Health Education Training Record Form (Sample 2)

Attachment

£ Study history

» I you have visited this site 7 times. » Last login: 2022-01-17 13:58:12
» From: A » Total login time: 07:19:53

| start date ‘ ‘ End date | search All records Print learning records Download learning records

Course Cumulative Course Certification
Course Title Enroliment time  length reading time results hours Passing time
General 2022-01-13 60 00:58:32 100 1 2022-01-17 YES
occupational safety 08:46:09 15:08:31
and health Training
Course(1)
General occupational  2022-01-13 60 00:54:19 80 1 2022-01-13 YES
safety and health 08:46:43 10:00:49

Training Course(2)



